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STATEIENT OF PURPOSE, ACCOMPLISHMENTS AND PROGRAM OUTLOOK 
Classification and Wage Division 


lo STATEMENT OF PURPOSE 


The Classificabion and Wage Division is responsible for 
providing an Agency=wide program of personnel sexvice in posie 
tion classification and wage administration, allocating Agency 
and National Security Comell positions, developing classifica. 


ton standaris and qualification requirements, porforming wage — 


‘duinistration fmetions governing all departmontel and ficld - 
positions, and providing evaluation services and guidance ree 


‘parding salaries of various associate persomels — 
5, STATEMENT OF ACCOMPLISHMENTS 
tha activities of the Classification and Wage Division dur+ 


4ng Fiscal: Year 195k wore. directed toward improvenent in the 
overall services performed, with particular emphasis being given 


to the preparation of position standards and to the development ‘of 


yegulatory and informational naterials pertinent to classificas” 
qion and wage administrations Special. factors to be considerec 
‘m Aigeussing the Divisionts functions are as follows: | 


the Agency adheres genorally to the. 
tees eptablished hy the Classifica+ 
is necessary in most cases to develop 
designed to cover relatively unique 
this Agonay as compared: with they. 


a Although 


standards and { 
positions fom 
federal. agence. 


pelnbionshipe, of the dubies of indivie 


9, The highs,,.osasdified and sensitive nature of pru! 
prams, operat: and responsibilities of individual posie: 
tions require ehedial classification netheds and techniques. 

d, The rapid expansion of the Agency, soupled with the 
geographie dispersion. and variety of occupations, have pre=- 
sorted diffiguities in avhieving and maintaining a proper 
glassifiestion structures , 
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e» During the year 4 comprehensive system of posl= 
tion analysis was introdused which includes the preparation 
of position descriptions which describe duties, responsi= ~“ 
bilities, qualifications yequired, lines of job progression, 
and explanation of allocation factors for all Agency posi~ 
tions, The information obtained through this program prow 
vides a basis for the development of position standards 
daseribing groups of similar. positions in terms of their 
characteristics, allocation guides, and qualifications 
requirements. 


£, dn Agensy Handbook containing definitions of 
occupations, groups and mries and 4 listing of oli classi- 
fieation titles and seaupational codes was developed. 
Regulations und Handbooke were prepared concerning the 
position analysis program and the classification and wage 
administration process. 


g. The servicing of operating divisions with respect 
to Table of Organization approvals, individual. persome1 
actions and wevuel classification services, continued as 
predominant factors in the Division's activities, In 
carrying out these services emphasis has been given to the 
overall objective of organizing ani presenting job inform~ 
tion obtained, during individual jeb analyses and organiza~ 
tional surveys in a form which makes it most useful for “ 
yeorultmant, placement, training, and carser development, 
as woll as for classification purposes. 


The review of individual personnel. actions involves classifi- 
eation detexmination, desk audits and preparation of job deserip= 
4Jons, including review of super-grade positions. During the year 

there were 702 such actions reviewsd. The Division performs 


classification review and distribution of approved Tables of Organi- 
gation and is responsible for the control of Table of Organisation 


records, During the year 1,350 individual 1/0 changes were proe 
eessed involving Mi positions. 

Classification surveys, including the collection, recording 
and analysis of job information and the presentation and coordi- 
nation of survey resulta were completed on a total of 2431.0 
positions. 


Special projects undertaken during the year included the 
development of competitive Levels for Agency positions, the es= 
tablishment of a combined T/O~position control register, studies 
on organization and distribution of various jobs and positions, 
and the development of an employee handbook on "How Your Posie 

tion is Olassified in CIA." 


aoe 
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3e «- SUATEMEAT GF PROGRAM COTLOOK 


Progvon plane of the Division pleases particuler emphasis an ths 
acceleration of existing activities in classifieation surveys and 
pacha pose eg occa standards in arder to produce adequate and 
comprehensive covurage of Agenay positions in tems of information 
fequired for porters plaement, training, and related purporeas 
Zt is alse planned te 1 nerease famiilarisstion of supervisors and 
euploysees with clesaifieation | principles, preeeduves and operations 
through continued effort 4n the publication of informtdonal materiales 


Sone of the specifie prebleme whieh will be given special atten- 
tion rerfie the soning year, include the followings 


sas Rewolubdon of classifieation problens related to the 
assignncsnt of pervamel returning fran overseas asclgmentaa 


bo The development of classification procedures te meet 
emergency atatfing problems of operational componentsa 


Go ‘Teproved procedures for reviewing 7/0 proposals 8 and 
extension of the use of the standard position deserdy ‘ 


do Review of classification codes assigned te individual 
positions in terms of cametitive level designations te insure 
thet dhl positions within eash Jevel are actually et ipeianeeaiiiae 
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